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Purpose

To provide requirements for the destruction of confidential customer documents maintained by
the Indiana workforce system

Content

The Indiana Department of Workforce Development expects that all staff throughout the
WorkOne system with access to customer documents ensure that the utmost attention is given to
protecting the privacy rights of every customer, including employers.

It is the responsibility of all workforce system personnel (including, but not limited to, state
merit staff, and Regional Operator, Service Provider and contracted staff) to safeguard sensitive
client information. This information includes all identifying information obtained from those
seeking assistance from the WorkOne system and its affiliates. Identifying information
includes, but is not limited to, social security numbers, addresses, dates of birth, employer
account numbers and federal identification numbers.
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Unless otherwise identified by Indiana Department of Workforce Development management,
all customer information is confidential and is not to be shared or disclosed to organizations,
agencies or individuals outside the Indiana Department of Workforce Development, its
authorized representatives/agents, the U. S. Department of Labor and/or its authorized
representatives/agents, agencies or organizations within the scope of those authorized by the
Customer’s Release forms, partner MOUs, and/or other affidavits insuring confidentiality of
records, and which relate to the provision of employment, support, and training setvices.

All WorkOne personnel shall make all reasonable efforts to comply with all applicable laws and
policies pertaining to the security of confidential records and to ensure that confidential records
are not discarded in trash bins, recycling containers and/or other publicly accessible locations.
In addition, WorkOne personnel shall make all reasonable efforts to prevent confidential records
from being obtained and misused for any unauthorized or unlawful purpose.

Reasonable efforts to ensure confidentiality and security of documents include, but are not
limited to, the following:

1. Documents to be discarded must be destroyed in such a manner as to ensure that the
information contained on the records is unidentifiable;

2. Documents must be destroyed in a secure location;

3. If document destruction services are procured, a written agreement to adhere to the
standards contained in this Bulletin between the Regional Operator and the company
providing the service shall be maintained at all times.

Any questions regarding the content of this Technical Assistance Bulletin should be directed to:

Amy L. Smith-Rubeck, MA, LMHC

Director of Policy

Indiana Department of Workforce Development
10 North Senate Avenue, SE304

Indianapolis, IN 46204

Email: ARubeck@dwd.IN.gov,
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TAB Number Subject Matter
2007-16 Destruction of Confidential Documents
2007-15 Inclusions & Exclusions for Determining Family Income
2007-14 Publication of 2008 Economically Disadvantaged Criteria
2007-13 Indiana Performance Accountability System Changes
2007-12 Terminating the Production of All Non-Mandated Federal Repotts at [DWD
2007-11 Clarification of the Co-Enrollment Process and Initial Service Planning
2007-10 Additional Clarification of IC 22-4.5-7-6, IC 22-4.5-7-7 and IC 22-4,5-7-8 Restrictions on
Regional Workforce Board Members, Regional Operators, and Service Providers
2007-09 Selective Service Registration
2007-08 Clarification of IC 22-4.5-7-6, IC 22-4.5-7-7 and IC 22-4.5-7-8 Restrictions on
Regional Workforce Board Members, Regional Operators, and Service Providers

2007-07 Individual Employment Plans
2007-06 Trade Readjustment Allowance (TRA) Income Support

2007-04 Change 1 | TAA Training Waivers, the Extension Process and Waiver Reviews
2007-05 WOTC Revised Forms
2007-04 TAA Training Waivers, the Extension Process and Waiver Reviews
2007-03 UI Eligibility Determination Communications

2007-02 (reissue) | Expansion of Technical Assistance through TABs

2007-01 Revision to Employment Eligibility Verification Form 1-9
2006-08 Military Service Members/Spouses as WIA Dislocated Workers

2006-07, Change 1 | Clarification - Guidance from the U.S. Department of Labor
2006-07 Guidance from the U. S. Department of Labor

2006-06, Change I | Clarification - OQut-of-School Youth Definition
2006-06 Out-of-8chool Youth Definition
2006-05 WorkKeys Certificates under the Youth Common Measures
2006-04 Repeating Classes or Tests Funded by the Workforce Investment Act
2006-03 Discontinuation of the Certificates of Technical Achievement Program
2006-02 Trade Adjustment Assistance - Qualifying Separation Date for Workers’ Compensation

2006-01, Change 1 | Clarification on DWD Communication 2005-26 (rescinded 8-22-07)
2006-01 Clarification on DWD Communication 2005-26 (rescinded 8-22-07)
2005-008 Youth as Displaced Homemakers
2005-007 Documentation Requirements — Katrina Victims
2005-006 Modifying Indiana’s Eligible Training Provider List
2005-005 Special Endorsement for Indiana School Bus Drivers
2005-004 General Studies Degrees
2005-003 High School Diplomas for Individuals with Disabilities
2005-002 Incumbent Worker Councils
2005-001 Incentive Payments to WIA Participants
2004-001 WorkKeys Certificates
2003-007 Basic Skills Deficiency
2003-006 CPR or First Aid as a Credential
2003-005 Driver’s License as a Credential
2003-004 “Temporary” Employee Eligibility for WIA Services
2003-003 Service Tiers & Partner Services
2003-002 Intensive and Training Services
2003001 WA Citizenship-and-Registrationfor Selective-Services—(rescinded 2-26-2008)

2003-000

Workforce Investment Act Technical Bulletins




